User Manual

Kansas Treasury Offset Program (KTOP) revised 12/2014
Path: Home Page > Creditor Agencies > Search for Creditor Agencies > [enter Creditor Agency Number]
Search Agencies > Request modification of the creditor agency record > [modify information]

Request Modify

CREDITOR AGENCY PROFILE UPDATING

Each creditor agency has detailed record information in KTOP. Any time a creditor agency has a change
to their name, sub-department, website, general contact information, notification contact information,
and/or transfer contact information, a user with permission to view the agency can request a
modification. Below is a description of what each contact is used for. Agencies can use the same person
for two or all three contacts, or different people for each.

General Contact Will be used as primary contact information and will receive basic
correspondence sent out by KTOP

Notification Contact  Will be printed on letters to debtors sent by KTOP
IT IS RECOMMENDED THAT AGENCIES USE SOMETHING GENERIC SUCH AS
“Business Office”, AS THIS INFORMATION WILL BE GIVEN TO DEBTORS.

Transfer Contact Will receive information regarding payments intercepted and sent to the
creditor agency for debts

To MODIFY A CREDITOR AGENCY PROFILE:

1. On the Home Page, click on

Home Page

‘Welcome, to 'KTOP', the State of Kansas Treasury Offset
Program Production Extranet.

@ Creditor Agencies

— — ... info & maintenance for creditor agencies and contacts .. |

Use of this system signifies your agr twith our usaqe policy.

Individuals attempting to use this system ontside the scope of thi Debt ors
policy will be prosecuted to the full extent of Kansas and Federal law. info B it anie of Feordad debitans s debis ..
= 2
System options appear to the nght. C User Ma”l‘a’s (lnd MQ S

... system fearure directions and frequently asked guestions ..

You Are: Kansas Treasury Offset Program [modify your profile
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2.

Click on Search for Creditor Agencies.

CREDITOR AGENCIES MAIN MENU

mmmsrupmsibhﬁrmwomdthmb
governmental entities

System options appear to the right.

The Creditor Agency Search Criteria screen will appear:

@ Search for Creditor Agenciasl

... find creditor agency records using various criteria ...

Input New Debts

... add new debrs to the database ...

Uncertified Debt Entries

... find currently uncertified debts using various criteria ...

@ Uncertified Adjustments List

... Iist all adjustments that have not yet been applied ...

@ Transfers Table

... transfers rable access ...

CREDITOR AGENCY SEARCH CRITERIA

The KTOP system database includes s table containing a racord for every craditor agency. Shown below are several criteria for searching the table. You may enter

information in any or all of the fiekis for searching.

| wantto creste a @ fistof records ' downloadsble fie
Creditor Agency Number: |
Creditor Agency Name: \
Search @ from stant of name figls ) anywhere in name fiekd
State Agency Number: | ... Do not search based on agency number ... v |

General Contact Name:

|

will locate entry anywhere in the name fiald

General Contact eMail:

will locare entry anywhere in the emall fisld

Notification Contact Name:

will locate entry anywhere in the name fiald

Notification Contact eMail:

will locare entry anywhere in the email fiald

Transfer Contact eMail:

l

L

will locate entry anywhere in the emall field

Include agencies that are:

® Active Only ) Non-Active Only ' Both
' State Agencies Only '’ Non-State Agencies Cnly '® Both

a. Enter the Creditor Agency Number of the agency to be updated.

b. Click Search Agencies.

| search Agencies |

GENERAL SYSTEM INFORMATION: CREDITOR AGENCY PROFILE UPDATING



User Manual

Kansas Treasury Offset Program (KTOP)

revised 12/2014

4. Moving the cursor over a record will highlight it in yellow. Click on the desired agency in the Creditor

Agency Search Result List.

5. Click on
CREDITOR AGENCY # 12345678001 DETAILS
General Information | Downloadable Supporting Documents
g ] 120455755 Type| __File Doscription __|_Size _|
SMART Vendor Location:| 001 Original Entry:
SMART Address Seq |1
Num:
State Agency Number: St :
Name: Kansas Treasury Cffset Program :
Sub-Department:
Regular Fee: 0%
Researched Item Fee: |0% Status: |Active
Sel Amount Fa: e Current User Accesses
S bee ot fangetl| Do the peroentage fea Active Not Validated InActive
S P S| No [2] Kansas Treasury Offset Program {785) 296-4500 ki
Allow Due Diligence No
Reguests? Available Options
Transfer Frequency: [Semi-Monthly
Transfer Type: Warrant
Report Writeoff No
Collections?
Agency URL:
General Contact
Contact Name: Ktop
Address: Po Box 2484
Topeka, KS 88601-2484
Phone Number: (785) 296-4500
Fax:
eMail: ktop@ds.ks.qgov
Notification Contact
Contact Name: Ktop
Address: Po Box 2484
Topeks, KS 66601-2484
Phone Number: (785) 296-4500
Fax:
eMail: ktop@da.ks.qov
Transfer Contact
Short Agency Name: |Ktop
Attention Name: Ktop
Address: Po Box 2484
Topeks, KS 66601-2484
eMail: ktop@ds.ks.gov
Typ;{s) °f! Debts,: ® 29 - Kansss Other
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6. The Request Modify of Creditor Agency Details screen will appear:

REQUEST MODIFY OF CREDITOR AGENCY #12345678901 DETAILS

When you see an entry field marked with an * the corresponding field is mandatory entry.

* Creditor Name: Kansas Treasury Offset Prograr
Sub-Department:
SMART Vendor Set ID:
SMART Vendor ID:
SMART Vendor Location:
SMART Vendor Address
Sequence:
Agency Website URL:
General Contact Information
= Contact Name: Ktop
= Address: Po Box 2484
= City, State Zip: Topeka . KS  66601-2484
= Phone Number: (785) 296-4500
Phone Extension:
Fax:
eMail: ktop@da.ks.gov
Notification Contact Information
= Contact Name: Ktop
= Address: Po Box 2484
= City, State Zip: Topeka . KS | 66601-2484
= Phone Number: (785) 296-4500
Phone Extension:
Fax:
eMail: ktop@da.ks.gov
Transfer Contact Information
= Attention Name: Ktop
= Address: Po Box 2484
= City, State Zip: Topeka _KS 666012484
* eMail: ktop@da ks.gov
Comments Regarding -
Changes:

[ Request Modify ]
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a. Change the information in any or all of the fields.

b. Click Request Modify.

7. A pop-up box will appear that says, “Creditor information modification successfully requested!”
Click OK.
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